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FOREWORD

This Manual is issued pursuant to DoD Instruction 1430.-11, “Departnent
of Defense Cvilian Career Know edge Tests,” dated August 21, 1967,

and establishes procedures governing publication, distribution, admn-

i stration and control of DoD Cvilian Career Know edge Tests. DoD
Manual 1430.11-M dated March 1968 is hereby superseded and cancelled.
This manual is effective immediately. Heads of DoD Conponents will
take steps to assure that this Manual is brought to the attention of all
personnel who will be concerned with any aspect of DoD Cvilian Career
Knowl edge Tests when devel oped and used in conjunction wth DoD w de

civilian career prograns.

JOHN P. WHITE

Assistant Scocretary of Defense
(Manpower, Reserve Affairs & Logistics)
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(a) DoD Instruction 1430. 10,
June 2, 1966

REFERENCES

“DoD-Wde Civilian Career Prograns,”

(b) DoD Directive 1430.2, *“Assignnment of Responsibilities for Cvilian

Career Progranms,” My 9,

(c) DoD Instruction 1430. 11,
August 21, 1967

1966

“DoD Gvilian Career Know edge Tests,”



DEFI NI TI ONS

1. DoD Civilian Career Know edge Test (DoD CCKT). A test to determ ne
the extent of an individual’s know edge conpared to information im
parted through training received in a nmandatory career training program
Passing the test establishes equivalency of training received by the

i ndi vi dual as equal to such mandatory career training prograns.

2. DoD Controlled Test Materials. Al test materials and rel ated
materials which require special handling, storage, and disposal -

3. DoD Test Control O ficer (TCO). The individual at an installation
charged with responsibility for receipt, storage, control, adm nistra-

tion, and if necessary, the disposal o-f all DoD controlled test material.

4.  DoD Test Adnministrator (TA). The individual at an installation as-
signed to adm nister and nonitor all DoD know edge tests.
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A. APPLICABILITY

The provisions of this manual apply to all DoD Conponents and all
civilian positions and enpl oyees for which a DoD-w de career program

has been established under the provisions of DoD Instruction 1430.10
(reference (a)).

B. ASSI GNVENTS AND RESPONSI BI LI Tl ES

1. The Secretary of the Arny is the designated Executive Agent for
the DoD Civilian Career Know edge Testing Program under authority con
tained in DoD Directive 1430.2 (reference (b)). Under the overall
gui dance of the Assistant Secretary of Defense (Manpower, Reserve
Affairs and Logistics), the Executive Agent will:

a. Assure that DoD tests, test admnistration manuals, supple-
mental instructions, and related materials are published and distrib-
ut ed.

b. UWilize the technical assistance of the OSD Principal Staff
Assi stant or designated Career Managenent Board as provided for in DoD
| nstruction 1430.11 (reference (c)), in the devel opnment and eval uation

of tests for DoD-wide use in career fields within their respective area
of responsibility.

c. Issue as a supplenent to this manual a DoDCCKT catal og of
equi val ent exam nations which will be reviewed annually.

d. Assure evaluation of tests by coordinating with the DoD
school s having proponent responsibility for the tests.

2.  Each DoD Conponent will:

a. Designate Test Control Oficers (TCO's) (preferably for
each servicing civilian personnel office and Test Admnistrators
(TA's). An alternate capability would be to utilize the Defense
Activity for Nontraditional Education Support (DANTES) TCO's.

b. If TCOS are appointed, furnish the Executive Support
Agent (Commandant, Arny Logistics Managenent Center, ATTN. DRXMC-ACM-EE,
Fort Lee, Virginia 23801) with a current listing of TCO organizational
synbol s and mailing addresses; updated as changes occur.

c. Take such steps as may be, necessary to assure the proper
recei pt, storage, control, and adm nistration of DoDCCKTs, as directed
by the Executive Support Agent.

3. Those DoD Conponents which already have TCOS and TAs nay assign
the sane individuals as DoD TCOS and TAs, or utilize DANTES TCO's.
DoD-DANTES Test Control O ficers wll:




a. Ensure that approved materials are used as authorized.

b. Miintain records in accordance with published instructions
and gui des.

c. Assure that nmandatory tests are admnistered and recorded
i n accordance wth requirenents established in this manual.

d. Assure that test materials are procured in accordance with
provi sions of this manual.

e. Receive and ensure safe storage of test materials, and
control their issuance to authorized personnel.

f.  Supervise activities of test admnistrators to ensure that
adm ni stration of the tests neet the requirenents of the gui des estab-
| i shed for each of the tests.

4,  The Executive Support Agent of the Arny Logistics Mnagenent
Center (ALMC) will:

a. Have exam nations prepared as necessary;

b. Furnish appropriate TCO's with test materials and test
adm ni stration procedures for each test they are to admnister; <
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C. Grade all exam nations;
d. Mai ntain records of all test results:

e. Provide successful test results to the individual, the
i ndi vidual s supervisor, the appropriate Cvilian Personnel Oficer
(CP0), and the Automated Career Managenent System (ACMS).

5, Test adm nistrators will admnister tests in accordance wth
i nstructions contained in the Supplenentary Test Adm nistration Sheet
which wll acconpany test material furnished by the ALMC.

C. ACQUI SITION AND SECURITY OF DoD ClVILI AN CAREER KNOMNEDGE TESTS

1. Acquisition. The TCOis the sole person responsible for re-
ceiving, handling, and adm nistering equival ency tests authorized by
this manual .

2, Storage. Al test Oaterials designated as controlled itens
w Il be stored in safes or locked files accessible only to those whose
duties require such access.

3. Packing and Shipping of Controlled Items. Al materials
designated as “Controlled Itens” wll be packaged and shipped in
accordance with U S. Postal Service standards.
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a. Packages of DoDCCKT materials mailed to activities adm nis-
tering tests will be addressed to the attention of the Test Control
Officer. Under no circunstances will shipping or mailing labels (in-
cluding postal registry labels) or outside wappings of a carton, bundle,
or envelope indicate that the package contains DoDCCKT materials.

b. The sender may include nunerical codes for his own inforna-
tion if he desires.

c. Enclose controlled itenms in two separately seal ed envel opes
or W appi ngs.

d. Inner envel ope or wapping nust be nmarked plainly on all
sides as follows: CONTROLLED ITEM - DO NOT OPEN - FOR TEST CONTROL
OFFI CER ONLY. Pl ace stanping over tape or seal in such a manner as
to expose any attenpt to conproni se contents.

4. Disposition of Damaged Test Materials

a. Damaged DoD controlled test materials wll be returned to
ALMC, ATTN: DRXMC-ACM-EE, with a statenent (if known) as to how the
materials were danaged.

b. The ALMC will destroy the materials in accordance wth
appropriate regul ati ons. R

L.y

5.  Conprom se or Loss of Controlled Materials

a. Careful control of all materials nust be exercised at
every point in handling, storage, use and disposition.

(1) Procedures should be locally devel oped to assure
control during adm nistration of test so that all controlled itens
are continuously accounted for.

(2) Field activities should conduct continuous surveil-
| ance to detect collusion to conprom se tests.

b. If DoD controlled test materials are conprom sed or |ost,
the CPO shall notify the Executive Support Agent immediately, and pro-
vide the follow ng information:

(1) Complete nane and serial nunmbers of mssing itens;

(2) Amount of material [ost or conpromsed (e.g., whole

|
test or part of a test);
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(3) A conplete account of:
(a) G rcunstances surrounding the [oss or conprom se;
(b) Steps being taken to (1) investigate the incident;

(2) determ ne which person or persons are responsible and disciplinary
actions anticipated; and (3) prevent a recurrent |oss or conprom se;

(c) Corrective action taken, such as rescheduling of
test, cancellation of scores, and withdrawing of testing nmaterials.

D. DI STRIBUTI ON AND HANDLI NG DoD CONTROLLED TEST MATERI ALS

The Army will print and distribute DoD Cvilian Career Know edge
Tests, Oanuals and other related forns and Oaterials in accordance wth
the provisions of this and other pertinent DoD Instructions.

1. Applicants, with concurrence of the activity functional career
manager or supervisor, will submt their application for an equival ency
exam nation through the TCO to: Commandant , USALMC, ATTN: DRXMCACMEE,
Fort Lee, Virginia 23801 (see Appendix I). The CCKT wll be prepared by
the ALMC and forwarded to the appropriate TCO to administer the test.

2.  Supplenentary Test Adm nistration Sheets (STAS) will be fur- |
ni shed with each CCKT. The TCO wi || adm nister the test and return the T

answer sheet, the test booklet, and all ancillary materials used by the
exam nee to the ALMC.

E. ELIG@BILITY

Careerists in DoD-wide Cvilian Career Programs, National Guard
technicians , and mlitary personnel who have not conpleted requisite
courses may satisfy course requirenments by passing the appropriate
equi val ency test. An individual may take the same equival ency test a
maxi mum of two tinmes within a two year period. However, a six nonth
i nterval must occur between retests.

F.  ADM NI STRATI ON OF TESTS

DoD Civilian Career Know edge Tests will be adm nistered in accord-
ance Wwth instructions contained in this nmanual.

G ENRCLLMENT

Applicants will apply for equival ency exam nations in accordance
wi th Appendi x | of this manual.



APPENDI X |

( RECOMVENDED APPLI CATI ON FORVAT)

SUBJECT : Request for Equival ency Exam nation

Conmmrandant

US Arny Logi stics Managenent
ATTN :  DRXMC- ACM EE

Fort Lee, Virginia 23801

THRU: Test Control O fices

1. Request that | be permtted to take the Departnent of Defense
Cvilian Career Know edge Test (DoDCCKT) in the follow ng course

2. | have discussed this with nmy functional career [anager and/or su-
pervisor and they, as indicated below, agree that | should be afforded
the opportunity to take this exam nati on. | realize that unsuccessful

results will preclude nmy being retested for a period of 6 nonths.

3. The nane, address, and AUTOVON nunber of the Test Control O ficer
who services or organization is as follows:

Concur with request:

(Functional Career Mgr or Supv) (Nane) applicant

( Addr ess) (G ade)

(AUTOVON) (Unit of Assignnent)



